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Topic1l Logging In

1. Open the Provider Claim Processing Interim (PCPI) home page. You can go to the DMRS home
page at http://state.tn.us/dmrs/ under “DMRS Web Applications” to get the PCPI page. After
clicking on “DMRS Web Applications” click on the PCPI link. Updates to the manual and
important notices will appear under this link so it is best if you access the site through the state
home page. You can go to the page directly at: https://dmrswebprod.state.tn.us/ddpc/login.aspx .
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2. Enter your PCPI user ID and Password into the appropriate fields of the login box and press the
“Login” button. The initial ID and Password will be obtained by filling out a form provided by your
DMRS Regional Office. Please note that all characters in your Login ID and Password must be
CAPS, and your password has a ten (10) character limit.
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¥ Login - Microsoft Internet Explorer |._|[E|E|
File Edit ‘iew Faworites Tools  Help .1.‘

u — iy >
@ Back = () |ﬂ @ _!\J p ) Search ‘i [ Favorites ﬁ"‘ Media €f‘3
P.gldressl@j V| = =t Links >

P

State of Tennessee Department of Finance

and Administration

DMRS

Gl Gt Fople

WARNING: This is a2 Government computer application system
and is the property of the State of Tennessee, It is for authorized
use only, Any unauthorized use of this computer systerm and/for
ary atternpt to gain unauthorized access thereto could constitute 2
violation of the Computer Crimes Act of the State of Tennessee.

Login
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3. After entering your user ID and password, a menu on the screen pictured below will appear.

N Access Denied - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools  Help i

eBack > | \ﬂ |EL| h /'__\J Search ‘\"1‘\'( Favarites @Media 'E‘E < - L:_'_ _I ﬁ ﬁ

24

Address |é:| https: [ dmrswebprod.skate.tn.usfddpe/Message_Login_Success, aspix? V| Go Links **
~

[Current Billing] [Additions] [Adjust A ate Bill] [Monthly
PRINT
Report] [User Access]

Current Billing Month

Active Month EGEVRENNS
Starting On Sunday, May 01, 2005
m Tuesday, May 31, 2005

Start "Current Billing™ Search Here

Use this search function to find the 'Current Billing' for
a service recipient. Enter any cormbination of

the service recipient's last, first and/or social security 1
no. Click the 'Search Service Recipient' button below
to view the result of the search.

Lastrame | |
rrstnome I

M L S U U B U U U L 8
I@ Done 2 & nternet

£
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Topic 2  Current Billing

1. Click the “Current Billing” button on the PCPI menu if you are billing for the current month
identified previously (see previous page).

23 Access Denied - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools Help :f'
A — a ;
. ' \ ) < ' L y } 4 . a
eBack < \ﬂ @ (0 | Search < Favorites @Medla {} = _] ’ii 1< &
Address @https:,l’,l'dmrswebprod.state.tn.us,l’ddpc,l’Message_Login_Success.aspx? V| GO Links *
A~

State of Tennessee Department of Finance and Administration
ﬁMRS Division of Mental Retardation Services
A * Provider Clairm Processing 1.0 RC1

prnt]  [Current Billing] [Additions] [Adjust.Aate Bill] [Monthly Report] [User
ACCESS

@ https:ffdrrswebprod. state. tn.us/ddpe/Bill_Adjust_List, aspx? é ® Internet

2. An alphabetical list of service recipient names and social security numbers will be displayed. The
service provided for the recipient will be listed under the service column. (To locate a specific
recipient, use the filter or search box to type in the recipient’s name or social security number.
Using the search box would be preferred to help speed up the search.)

<3 Bill_Current_List - Microsoft Internet Explorer [ZI[EI[EI
File Edit Wiew Favorites Tools  Help 11.'
- — n s >
e Back ~ () \ﬂ @ _l\l p ) Search ‘i':r‘ Favorites é‘j A= B - _.J ﬁ
Address |§‘| http: 10,171,185, 11 jddpc/Bill_Current_List. aspxcfurl_ckey=Aa88AAA8CRE0r|_agency=>C0k % | Go Links **
.
State of Tennessee Department of Finance and Administration
; MRS Division of Mental Retardation Services
ﬁm k Provider Claim Processing 1.1.a
ZEPRINT [Current Billing] [Additions] [Adjust Aate Bill] [Monthly [Admin Access Setup]
Report] [User Access] [Logout Posting Month Setup
CURRENT BILLING: Search Recipient Services
| | | | | | Search |
\‘ Recipient Services Search Result
BOB BILLY 123-45-6789 6TE11 E [] [iew]
CHEESE SWISS 123-45-6789 gpsis E [1] Wisw
;El & Internet
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3. Select a recipient’s name from the list by pressing the “View” button under the “Calendar” column

beside the recipient’s name.

4. A calendar for the recipient will be displayed for the service that you selected.

3 Bill_Calendar_Maint - Microsoft Internet Explorer

L3
: @Eack bl | \ﬂ @ _I\J p. ) Search ‘\;;f‘Favomtes @Media {‘? " Cg i @
: Address ’i_",‘_} hitps: }fdmrswebprod.state.tn.us/ddpcjBil_Calendar_Maint.aspx?url_pkbil=42580r]_lastname=AILOR+++++++++++++++8url_firstname=PERCY- ¥ ‘ Go
i Links @] 505 @SGE €] Wilson Bank & Trust 8] Janus @] Intelicast @Goog\e @CMT :E_‘]Metronomes Qha” toss ﬁjcherry Rams

LEX

: FEle Edit Vew Favorkes Tools  Help o

$tn of Tennessee

Department of Finance and Administration
’;&M.«M
User Access] [Current Billng] [Adjustrents L ate Bill

~

File

@eack - )

Address |@] htbps: fidmrswebpron Go

Links ] Custorize Links

Edit  Wiew Favorites T **

(4 [

l
"

»

>

Cost Plan
Information

Site Mo. RO1=

Start Date 01/01/2005
End Date 06,/30,/2005
ronthly Max 31.00
Annual Max 126.00
Standard Rate $57.00

Service Information

~

- Service Code GRESZ
Billing For Activity Date Unit(s) Service Name RES3-8+
Last Name Service Desc, RESDIEMTIAL
Saturday, January 01, 2003 4_ LESEL 2 o B
First Namme PECPLE
55 Mo Sunday, January 02, 2003 1.00 Fiscal Year  200S
: Standard Rate $57.00
Service Code 62862 Monday, January 03,2005 [1.00 b d ot 13
Daily Mz 1.00
Tuesday, January 04, 2005 [1.00 itemiiily (e CRe)
Annual Max 365.00 =
Yidadneedaw Tannare N5 2005 11 00 et <
& 8 @ tnternet &1 2y % Internet
L= =

5. Enter the billing data. If the information has been entered previously for this service and it needs to
be changed, simply enter the correct information in the appropriate days. During the current billing
period, you may go back and change the billing information whenever you need to. The usual
billing period lasts from around the 5™ of the month until around the 15" of the month.

6. For the services that are billed by the hour, partial units may be entered. These will be accumulated
and added to the total. Payment will be made based on total full hours for the approved period.
Also, for services that are billed monthly, choose only one day on the calendar. It is recommended
that you bill for a monthly service on the same day every time, such as the first day of billing for the

month to keep consistent.

7. Use the “Tab” button on your keyboard to move to the next input field. DO NOT use the “Enter”

button.
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8. When you are finished entering all of the billing data, press the submit button at the bottom of the
screen.

= ] Bill_Calendar_Maint - Microsoft Internet Explorer g@]@ -

File Edit \iew Favorites Tools  Help .ﬂ'

] M = : »
A 4 = 1 N \ e ; ;

: @ Back. 7| \ﬂ \E] | Search 5. Favorites w‘ Media @1

: Address ,)é:l https: fidmrswebprod.state. tn.usddpc/Bill_Calendar_Maint, aspa?url_pkbill=425; ‘Vi Go
Clinks @] 505 @] SGE &) wison Bank & Trust 8] Janus & Intelicast &) Google @] cmT

Sunday, January 30, #
2005

Monday, January 31,
2005

FirstPrev 1 of 1 MewtLast B

[User Access] [Current Billing]
Adiustments 1 ate Bill

.‘.El é ﬂ Internet

9. Ifa“Maximum Exceeded Message” appears, more units have been billed than the cost plan or
service definition allows. This message will appear if the daily or monthly maximum is exceeded.
Correct the units that have the message displayed above them in the input box and press “Submit”.

2l Bill_Calendar_Maint - Microsoft Inter... |

File Edit Yiew Favarites Tools  Help -

QBack > | \ﬂ \ELI _.l\l /'._\' Search il

Address |f§] hktps:ffdmrswebprod. skate. b ¥ | Go Links **

Activity Date Unit{s)
OraOLEDE ORA-20201:

DAILY MAXIMUM: The unit value entered
{200 % is aver the allowable daily max
{1.00 ). Please enter a unit value less than
or equal to the daily maxirmurm valie,

OR&-06512: at
"DOPC.PROC_BILL_TRAMN_ADI_MMNT", line
165 CRA-08512: at line 1

Sunday, May 01, 2005
B FirstPrev 1 of 1 MextLast

< >
@'] Done é G Internet

10. If no message appears, PCPI will save the record. To go to another recipient, use the back button or

click on “Current Billing” on the PCPI menu.
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Topic 3  Current Billing Additions

1. Click the “Additions” button on the PCPI menu to add a service if you have a signed service plan for
the current month only but the cost plan does not show up on the current billing list for the recipient.

A Service_Recipient_List - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help
. a =
@Back i > ) \ﬂ @ _l\J P ) Search ‘:;/_‘\':( Favorites @Media Y } - ..'_7 _J ﬂ ‘:‘3
Address |ﬁj https:ffdmrswebprod.state.tnusfddpefService_Recipient_Search, aspx?; =2ur|_pkbill=2171568ur]_lastname=ARNOLD+ V| G Links **
A
State of Tennessee Department of Finance and Administration
;pMRS Division of Mental Retardation Services o
R Provider Clair Processing 1.0 RC1
Current Billing] [Additions] [Adjust.Aate Bill]l [Monthly Report] [User
SEPRINT
ACcess
v
&] S @ Internet

2. A social security number search box will be displayed. Type in the recipient’s social security
number into the search box and press the “Search” button. (Remember to add dashes).

& | Service_Recipient_List - Microsoft Internet Explorer

File Edit “ew Favortes Tools Help
" — n —
@Back M Iﬂ @ _l\J 7 ) Search L‘\'( Favarites @Media {‘} v _J ﬁ ﬁ

Address |Ej https://dmrswebprod, state. tn,usfddpcfService_Recipient_Search. aspx?s_55MN=8url_pkbill=2171568ur|_lastname=ARNOLD+- V| [<Ti)

Department of Finance and Administration

State of Tennessee
""""" Division of Mental Retardation Services

! FMMM Pravider Claim Processing LORCL

ZHPRINT) Current Billin Additions] [Adjust.Aate Bill] [Monthly Report] [User
Access

BILLING ADDITION: Search Service Recipient
— [ ] @ ossesom)
| Search i |

Service Recipient
Mo Service Recipient record o display, Please enter an valid Service Recipient S5 Na, above, |

@‘I é O Inkernet

3. A page will be displayed with the recipient’s information.
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2} Service_Recipient_List - Microsoft Internet Explorer

File Edit View Favorites Tools Help :;'

. - n :
@ Back ~ () \ﬂ \ELI (sl /_} Search < Favorites %‘Media {f‘?, - &
Address |@ https:/fdmrswebprod, state tn.us/ddpc/Service_Recipient_Search,aspx?s_S5M=410-04-7457 Vi 9 Go

Links @'] Customize Links @'] Free Hotmail ﬁj ‘Windows @ Windows Media
BILLING ADDITION: Search Service Recipient ~

o[ ] g 999-9900)
| Search |

Service Recipient

3

CHEESE

2SS

™
| 8B5-58-5388

Click here to select this individual for Additional Billing] | €———— G
éj é 0 Inkernet

4. Press the “Click here to select service recipient for Additional Billing” button to select a cost plan
for the addition.

<3 Service_Recipient_List - Microsoft Internet Explorer |Z||E|E|
File Edit Wiew Favorites  Tools  Help :;'

“ — i — »»
o ) < i i - J2
e Back => |£| |§| { A - Search 7 Favorites w Media 'E‘E ="
Address |£:| https:fidmrswebprod.state.tn.us/ddpe)Service_Recipient_Search,aspx?s_S5hN=415-06-158 V| Go
Links @ Zustomize Links g‘] Free Hokrmail @ windows @ Windows Media

I
s
> Click here o select this individual for Additional Billing B
current Billing] [Additions] [Adjust A ate Bill -
%PR‘NT LLIGETE T P A ey N | LI 1 !
I@ é ﬂ Internet

5. A list of services will appear for the recipient. Choose which service to add by clicking the service
code number beside the name of the service or by typing in the service code in the “Service Code”
text box and pressing the “Search” button. (Knowing the service code would be more efficient than
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searching through the many pages of services.) If two services are shown after searching and a Q is
listed after one of the services, that indicates the Arlington Waver.

2 Service_List - Microsoft Internet Explorer

: File Edit Miew Favorites Tools  Help Iy

u
GBack A > ) \ﬂ \EL‘ 7'] P ) Search ‘:\}_’Favuntss wMedia 6"( = Q
: Address éj https:/fdmrswebprod.state.tn.us{ddpc/Service _List.aspe?url_fksery_recp=CARARAARDCMELY| _ssn=410-04-7457&ur|_lastname=AILOR+++++++++++++++&url_firstname=PER ¥ Go
Clinks @]505 @) 5GE @] Wison Bank & Trust &) Janus @] Intellicast 4] Google &) CMT @] Metronomes @] balltoss 4] Cherry Roms &) PIPELINEMT 4] PCPI

Current Billing] [Additions] [Adjustmentsdate Bill] [User Access e

Search Service
—> ST |
\ |
L ]
| Search

Select| Service for Additional Billing
52240 SE2:1STAF  SUPP EMPLOYMENT COMBO 2:1 STAFFE
62753 SE 1:1STAF  SUPP EMPLOYMENT COMBO 1:1 STAFF
£2255 SE3:1STAF  SUPP EMPLOYMENT COMBO 3:1 STAFF
£2757 SE4-5:1ST  SUPP EMPLOYMENT COMBO 4-5:1 STAFF
£2268  CP 1:25TAF  COMMUNITY FARTICIPATION 1:2 COMBO
62270 CP 2:1STAF  COMMUNITY PART 2:1 STAFF COMBO
B4066 PA DAY P DAY MBBOWMAMN/RHAWKINS MCAMPRELL
£4140  PAEVENING ~ PERSONAL ASSISTANCE EVEMING AKND
62430 RES: 2324  RES!ZPER 3PK 2AWK+MED COORDEO'SIGHT
62560 RES611S  RES: GPEOPLE 1PEAK 1SLEEP STAFF
£4146  PAEVENING  PERSONAL ASSISTANCE EVEMINGAMKND
£2602 RES: 9414  RES: O FEOPLE 4 PEAK 1 AWAKE STAFF
W 64155 PAEVENING  PERSONAL ASSISTANCE EVENINGMKND
62643 RES!C RES:LEVEL C GRAMDFATHERED - CLOSED
62669 RES:MED RES:13324 WITH MED OYERSIGHT

@1 é O Inkernet

6. You must select a site code from the drop down list, then press the “Generate Billing Addition
Calendar” to add the service to the recipient’s service list.
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A F

[Current Billing] [Additions] [Adjust Late Bill] [Monthly Report]
-F"HINT :
=i Access] [Logout)

The application is ready 1o generate a "Billing Addition" calendar using the
information provided below. Flease select a Site, then click the "Generate
Billing addition Calendar" button below to continue,

MOTE: This process may take a couple of minutes to complete and may
require you to click the 'Refresh’ button on your browser to view the page
again.

Generate Billing Additions For

123-45-6789
CHEESE
SWISS

Ek5230)

Select Value v

| Generate Billing Addition Calendar |

7. PCPI will add the record to the recipient’s service list and you may view and add billing to the
calendar (refer to current billing instructions).
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Topic 4  Late Billing / Adjustments

Late Billing and Adjustments will continue to be done by completing an old paper adjustments
form, including a paper calendar. DO NOT use PCPI to send Late Billing or Adjustments. You
will submit these calendars in the mail like usual. Submit these forms as soon as available and in

as much advance of the current billing due date as possible.
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Topic 5 Print Report

1. To print a report, go to the calendar or other report that you want to print and press the “PRINT”

button on the PCPI menu.

| Service Recipient_List - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

A — i
eBack M ) | Iﬂ Ig _l\J Pl ) Search ‘::_‘\'{Favorites @Media é‘)

Address @ https: jidmrswebprod. state. tn.us/ddpe/Service_Recipient_Search.aspx?s_SSN=414-29-7464

ka—]ﬂ »
.Gm

Links **

I Administration
QMRS Division of Mental Retardation Services

A LD Provider Claim Processing 1.0 RC1

—» priny]  [CurrentBilling] [Additions] [Adjust.Aate Bill] [Monthly
Report] [User ACcess

-

@1 é 0 Inkernet

2. Press the “Print” button again on the next screen and the report will be printed to the default printer

and the print will look exactly like the screen.

General ‘ Options

Select Printer

N ne jmy -~
=l @2
Add Printer B AEET)  Microsoft
5 Office Doc...
~

[Pt ta fe
Location
Comment: Created by Lesmark Custom Install May 10,2005 03 Find Printer..

Fage Range

® A Mumber of copies:
O
LG

Enter sither a single page number or a single
2
—

Status:  Ready

page range. For exampls, 5-1

Finaltraining3.doc 14
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Topic 6 Manager Instructions

1. Log into the PCPI system with you user ID and password.

2. Click on the “User Access” button on the PCPI menu.

3 Access Denied| - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help L

QBack - > Iﬂ IELI ;‘J /7\' Search ‘;‘\'z Favorites @Media 6;“? A= ﬁ ":“i

fddress |4 https:/fdmrswebprod.state.tn.us/ddpc/Message_Login_Success. aspx? v BJco | Links ¥
-~

Department of Finance and Administration

State o
DMRS Division of Mental Retardation Services
Gl lorit Prsple Provider Claim Processing 1.0 RC1
ZEPRINT] Current Billing] [Additions] [Adjust. Aate Bill] [Monthly Report] [User
ACCESS T
e

@;‘] é 0 Internet

3. The screen below will appear. To add a user, enter the user’s new ID and password into the
appropriate fields and press the submit button at the bottom of the screen. You must also select a
status of the user under the “Access Group” column. To stay consistent, set the user’s ID as the
email and initial password as LETMEIN. There should only be one manager per agency.

. MRS UI¥ISION OT [YIENTal Keraraaton Services
A Provider Claim Processing 1.1.a
ZEPRINT [Current Billing] [Additions] [Adjust. A ate Bill] [Monthly Report] [User  [Admin Access Setup]

Access]| [Logout [Posting Month Setup]

Search Application User

| |
\

S&arch Result of Application

| | |
[poE. JoHN@ISP.CoM | [eETmEIN | |Staff |@ves Ong |@ves Ongl

[DOE JANE@ISP.COM | [ETMEIN | |Manager v |@vesOng [@ves Ong
| | | | Select Value w | Oyes O ND| | Oyes O ND|

[Current Billing] [Additions] [Adjust Aate Bill] [Monthly Report] [User [Admin Access Setup]
Access] [Logout [Posting MMonth Setup]
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4. To change a user’s password or ID, simply change the information in the appropriate fields to the
new user ID or password.

5. For security reasons, not everyone in an agency should have access to the PCPI billing program.
Think of the program as your checkbook and how many people you want to have access to it.
Also, if you have more than one person doing the billing, one suggestion is to split the alphabet of
names with one person having the first half and another person having the second half. Do not
post you user ID and password on boards or on notes on you desk. Keep this information
confidential. If the agency’s manager changes, please notify your Regional Office.

6. To inactivate users, simply click the radio button NO under the “Active” column and press the
submit button.

Ong|  [@ves Oni
2 ND| ®ves O ND|

2 Nu:u| | Oves O Nu:u|

Topic 7 Monthly Summary Report
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1. Click on the “Monthly Report” on the PCPI menu.

2 Service_Recipient_List - Microsoft Internet Explorer,

File Edit ‘iew Favorites Tools Help

ACCESS

&l

- M — i N
O Back ~ \ﬂ \ELI f A 7 ) Search < ¢ Favorites @ Media 6-4 = ﬁ “:‘i
Address @j https:,l’,l’dmrswebprod.state.tn.c,l’Service_Recipient_Search.aspx?s_SSN=415-06-1584 hd a Go
Links 2:] Customize Links 2;'] Free Hotmail & Windaws @;‘] ‘Windows Media
T ot ool =
ZEPRINT [Current Billing] [Additions] [Adjust.Aate Bill] [Monthly Report] [User

Sy @ Internat

2. The screen below will be displayed. There are tips on the right side of the page in a yellow box

for better and more efficient searches.

Lometdl 1 el U LU ] ] A TR ] ] et b Ay L] R U DI DR L] ] et

[ L L I e e | S

=SPRINT
|SPRINT] Access| [Logout

Monthly Summary Report Query

Selectvalue +

[Posting Month Setup]

Preview Report |

Finaltraining3.doc 17

Please enter the query/filter criteria
for the "Maonthly Billing

Summary Report". It may take a
couple of minutes to build the
report.

REPORT TIPS:

1. Select & 'Posting Month' to
e e,

2. Set 'Records per page' to 'All’
when generating a printed paper
copy, otherwise use 'S, '10° '23"' ar
100" when previewing the report
o SCreen,

2. To remove "Units" that have zero
{0} values from the report, enter 1
on the "Total Unit Greater Than or
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3. You must select a posting month to view and you will only see the billing information for that
month. After selecting the posting month, you may fill in any of the fields to search by. You can
search by one of the filters. After filling in the search boxes, and clicking the “Preview Report”
button, the list of service recipients that you searched for will be displayed.

Bill_Monthly Summary_Report - Microsoft Internet Explorer

File Edit ‘Miew Fawvorites Tools  Help l?

QBack M > | \ﬂ \ELI _;\_ ‘,.-\: Search ‘\_' = W] - ﬁ ‘E‘i

Adldress | http:{10,171,185, 11 jddpcfBil_Mankh_Summary_Report, aspx?s_55h=242-60-27278s_SUM_LINIT=18VIEW_BILL_MO_SITE_SUMMiPag v | [Ed Go  Links »

 Favarites
4

ZZPRINT [Current Billing] [Additions] [Adjust./Late Bill] [Monthly Report] [User Access] [Logout [Admin Access Setup]
[Fosting Month Setup]

Monthly Billing Report

Service Mon. Site Last First MI 55 No. Code Service Rate nit Amount
Mary 2005 DO0S 60712 FACILITY BASED DAY SWS - LEVEL 2 $38.00 17 $646.00
June 2005 Doo9 G 60712 FACIITYBASED DAY SYS-LEVELZ  $38.00 17 $646.00
May 2005 So00 iy % GyG2 SUPPORTED LIVING LEVEL 2- 2 PEOPLE $148.00 31  $4588.00
June 2005 5900 EY622 SUPPORTED LIVING LEVEL 2 - 2 PEOPLE $148.00 30  $4440.00
May 2005 wizz i gpgye ChPLOYMENT SUPPORTS SPECIAL $10500 4 $420.00
i i MEEDS
June 2005 W 172 %E% E0e18 EMPLOYMENT SUPPORTS SPECIAL £105.00 5 $£525.00

NEEDS

£

b

b

Total $11265

FirstPrev 1 of 1 MextLast

4. You may sort the report by any of the underlined headings at the top of the summary report by
clicking on the heading. You can sort by Service Month, Last Name, First Name, Social Security
Number, Service Code, Service, Rate, or Units.

5. To print the report, simply press the print button on the left hand side of the summary report.
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